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INTRODUCTION

This manual has been prepared to provide for the disposition
of the records of health districts and health departments
throughout the state of Washington. It reflects the require-
ments set forth in RCW L4O.1l4 which provides for the disposition
of Public Records,.and RCW 70.41.190 which states that all
medical records which relate directly to the care and treat-.
ment of a patient be retained for a period of no less than
ten years following the most recent treatment of the patient,
except for the records of minors, which shall be retained and
preserved for a period of no less than three years following
attainment of the age of eighteen years, or ten years after
the last treatment, whichever is longer.

It should be emphasized that the retention periods included
here are minimum retention periods, and as such they do not
obligate officials or staff to dispose of any records which
they may want to retain for a longer period of time. Rather,
they indicate the minimum amount of time each type of record
must be kept in order to satisfy legael requirements and admin-
istrative needs, based on the best information availabie.

The schedulespyweres prepared through themcooperation, of persons=
nel from health districts and health departments throughout
the |state’ and thenWashington State,Archiwvesnand Records| Center.

In the Statel ofsWashington therenis a greatmdiversity insthe
organization of health departments and health districts as they
are variously known. The schedules included here are intended
to apply to all local health agencies, but because the functions
and records of the different health agencies vary from one
agency to another, a particular agency will not necessarily
have every record series listed in the manual, it may know its
records by different names, and may keep records not listed.
While the general schedule provides the authority for the dis-
position of the records listed without further ado, it is still
necessary to submit a Public Reeords Retention Schedule and
Destruction Authorizdtion (GAA-24).

- The manual also discusses Records Msnagement as a solution to
the problems brought on by the "Paperwork Explosion," the
legal'requirements of records retention and disposition, the
use of microfilm and the establishment of a Records Retention
Program.



SECTION A: RECORDS MANAGEMENT AS A SOLUTION TO THE PAPERWORK EXPLOSION

IT.

‘which are not alwaysgassociated, with pécordss

A.RECORDS CREATION

B.RECORDS MAINTENANCE

C.RECORDS STORAGE

1'
2'

3.

NOTE: Local sources were used where posszble in order to reflect local

‘Often the costs ofgrecords creéationyymaintenance and storagejare, not

THE PROBLEM

Our ability to control records has not kept pace with the ability

of typewriters, duplicating, copying and data processing machines to
spew them out. The accelerated accumulation of records brought about
by technology has intensified the problems of records maintenance,
retention and disposition.

FOR EXAMPLE, IN YOUR OWN AGENCY WHO KNOWS:

THE VOLUME OF RECORDS IN THE CUSTODY OF THE AGENCY?

WHAT ‘PORTIONS OF THOSE RECORDS ARE ACTIVE, INACTIVE OR OBSOLETE?
HQW RAPIDLY YOUR RECORDS ARE EXPANDING?

HOW MANY FORMS ARE USED? ,

HOW MUCH TIME IS REQUIRED TO PREPARE EACH ONE?

HOW MUCH TIME DOES IT TAKE TO FILE, REFERENCE AND REFILE RECORDS?

These are vital questions. The conditions they relate to have a great
impact upon the success and efficiency of your agency operations. Their
importance may also be gauged by the magnitude of the investment that
records require.

OUR INVESTMENT IN _RECORDS

apparent. They are hidden in) manhours; building and equipment costs

Each inch of file cabinet space can contain approximately 160 pieces of
correspondénce, reports or forms. Orginal correspondence will cost a
minimum of $2.65 in professional and serretarial time to prepare. A
represenﬁative inch of records will cost approximately $409.00 to create.

The average annual cost of records maintenance (filing and retrieving)
is about $2.64 per file inch based on clerical salary, supervisory

time and other overhead, equal to one clerk per each eleven four-drawer
file cabinets.?

The cost of records storage in terms of facilities, floor space and
file equipment costs is estimated at $}0.00 annually per cubic foot
of records or over $.80 per file inch.

Cost estimates obtained from study by Washington State Depariment

of Motor Vehicles, 1975, First-line Supervisor letter preparation.
National average estimated in 1970 by Management Information Services
of Detroit. Page 333 of Records Management Handbook -1970.

Boeing Aireraft Corporation -1975.

economic conditions.




e

EXPLOSTON

TR At <t o

lbility
chines to
ught about
enance,

ETE?

- =
e e et i it
e MRS S 22

ORDS?

€ a great
‘ons. Their|
lent that §

;;

i
ire not %
it costs i
1

|

!

1

!

Pieces of
cost a
re. A
to create,

?ieving)
lory
r-drawer

and
foot

.
vices

real

we

II.

III. .

OUR INVESTMENT IN RECORDS (Condt.)

As these cost accounting examples indicate, records costs
and records problems come from several different directions.
The solution to the overall problem, therefore, involves the
control of the myraid of facets pertaining to the creation,

maintenance and storage of records.

THE SOLUTION: RECOREDS MANAGEMENT DEFINED

""RECORDS MANAGEMENT" is a general term which encompasses
a number of activities that contribute toward the common
goal of making records creation, maintenance and storage
less costly and more efficient. The magnitude of the
concept is illustrated below in a diagram prepared by
the Paperwork Management Sub-Committee of the Governor's

Management Improvement Council.
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RIQUIREMENT
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o FORMS MANAGEMENT
o REPORTS MANAGEMENT

® DIRECTIVES/MANUALS MANAGEMENT o REPRODUCTION/PROCUREMENT CONTAOLS

e 0P & OFFICE EQUIPMLNT STANDARDS
® CORRESPONDENCE MANAGEMENT

@ COPLER MANAGEMENT
e WAIL MANAGFMENT
® RICROTILM “AMAGEMENT

e RETENTION SCHED'LING
e ESSENTIAL RECORDS PROTECYINN
® APCHIVAL VANAGEMENT

Any or all of the Records Management functions shown in
the diagram above may be incorporated into a specific
program to meet the needs of a particular agency. The
remainder of this manual deals with the single element
of Records Retention Management. However, the other
elements of the Records Management concept can play
integral parts in a well reounded program. Further
information on these other functions may be obtained

through the State Archives.



SECTION B: RECORDS RETENTION & DISPOSITION

Obsolete, outdated'recbrds are both costly and potentially harmful to
operations of any.agency. Not only do they take up valuable working
space and exhaust the capacity of otherwise suitable structures to
house offices and agencies, often they hinder the usefulness of active
records through the crowding and: ohaos they can inflict‘

The object of a Records Retention program is to dlspose of records
that bear no further legal obligation or administrative usefulness
and to set up a continuous cycle for retaining and disposing of each
type of record kept by an agency. Permanently valuable hictorical
records should also be identified and transferred to the State
Archives at the end of their legal or administrative lives.

Whether in the public or the private sector, Records Retention
Management is just good business management. However, there are
also legal reasons for implementing a comprensive Records Retention
program. Various laws regulate the operation of a wide variety of
services provided by public agencies and the records which document
those services.

I. LEGAL REQUIREMENTS & RESPONSIBILITIES

In most states, statues regulate the retention and disposition of
public recordsy [In Washington State the Records' Act, Revised Code
of Washington (RCW) 40.14, is the primary statute in that regard.
"RCW 40.14 and” the Washington Administraeive Code 1nc1ude the
following provisions:

A.PURLIC RECORDS DEFINED
"Public Records'" means any paper, correspondence, form, book, film,
magnetic tape, sound recording, map, drawing or other document
regardless of physical form or characteristics, including all copies
thereof, that have been made by any agency or received by it during
the course of public business. (RCW 40.14.010 and WAC 414-12-010)

B.RECORDS AS PUBLIC PROPERTY )
All such public records shall be and remain the property of the
agency. They shall be delivered by outgoing officials and employees
to their successors. Furthermore, public records shall be preserved,
stored, transferred,; destroyed and otherwise managed, only in
accord with the provisions of RCW 40.14, and as otherwise provided
by law. (WAC 414-12-010)

C.CUSTODY OF PUBLIC RECORDS
Unless otherwise provided by law, public records must remain in the
custody of the agéncy in which they were originally filed. They
shall not be placed in the custody of any other persom or agency,
public or private, or released to individuals except for disposition
pursuant to law, or, as otherwise expressly provided by law.
(RCW 40.14.070 and WAC 414-12-020)
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D.DISPOSITION OF PUBLIC RECORDS
Public Records may be destroyed or transferred only in accord
with the instructions and approval of the Local Records Committee
unless otherwise provided by law. This process may be accomplished
through the use of a Records Retention Schedule or General Records
Retention Schedule. (RCW 40.14.,070)

E.LOCAL RECORDS COMMITTEE .
The State Archivist, the Chief Examiner of Municipal Corporatioms
of.the State Auditor's Office and a representative appointed by the
Attorney General constitute the State Local Records Committee. This
Committee has the authority to review and approve the disposition
of records of agencies of local government. (RCW 40.14.070)

F.RECORDS RETENTION -SCHEDULE
A local government agency may elect to establish a records control
program based on a recurring Records Retention Schedule recommended
by the agency to the Local Records Committee. The schedules are to
be submitted to the Local Records Committee on forms provided py the
Division of Archives and Records Management. The Committee may either
veto, approve or amend the schedule. Once a schedule is approved,
it shall constitute authority for the local agency to dispose of the
records listed thereon, after the required retention periods have
lapsed, on a recurring basis until it is either amended or revised
by, the Commilttee ™ (RCW 40714, 070)

G.AUTHORITY TO ADOPT'GENERAL RECORDS RETENTIONNSCHEDULES
The Local Records Committee may approveland issue Records Retention
Schedules which' shall constitute authority for like agencies to
dispose of specific types of records which they hold in common.
General Schedules, like individual Records Retention Schedules,
apply on a recurring basis until such time as they may be amended or
revised. (RCW 40.14.070 and WAC 414-24-050)

H.THE USE OF MICROFILM
Microfilm copies of Public Records whose completeness and clarity
are officially guaranteed, have the same legal status of the original
paper copies of those records. (See Appendix E)

1.AUTHORITY TO TRANSFER RECORDS TO THE STATE ARCHIVES
In lieu of permanent retention by local agencies, records of archival
or historical value may be officially transferred to the State
Archives or an other depository designated by the State Archivist.
(RCW 40.14.070 and WAC 414-12-030)

J.METHODS OF RECORDS DESTRUCTION
In regard to those records which are eligible to be destroyed under
the provision of an individual or General Records Retention Schedule,
the primary object of destruction shall be to reduce the records to
an illegible condition. Burning, pulping and shredding are considered
to be the most effective means of accomplishing that objective.

An agency may dispose of records by releasing them for recycling
purposes under the following conditions:




J.METHODS OF RECORDS .DESTRUCTION (Continued)
(1) The prompt destruction of the records shall be insured and the
responsibility of such destruction shall continue to be that of the
agency until the records are actually destroyed.
(2) The individual or entity purchasing such records shall have in
effect, or provide, a performance bond in a penal sum of $100,000.00
or the face value of the records being sold, whichever is least.
(3) Records shall not be kept in unattended and unprotected storage
while awaiting their destruction.
(4) The agency shall obtain and preserve evidence of the destruction
of such records in the form of a certificate from the person or entity
to whom they were released. (WAC 414-24-070 through WAC 414-24-080)

It is reéommended that agencies keep summary logs and/or compile
certificates recording the details and date of destruction for all
Records Series that have been destroyed.

IT. RECORDS RETENTION SCHEDULING
A.WHAT IS A RECORDS RETENTION SCHEDULE?
A Records Retention Schedule is a device which lists the specific types
of records compiled by an agency and determines the length of time
that each type should be retained. Once a Records Retention Schedule
is approved for a local agency by the Local Records Committee, it serves
~as the agency's authority to dispose of those types of records which it
lists {(according to the stipulations of |[each listing) on |2 recurring basis
until such time as it may be revised or amended.

B.BASTIC ELEMENTS OF_A RECORDS RETENTION SCHEDULE
1. Records Series
Each type of record listed on a Records Retention Schedule is a
separate Records Series. A Records Series may be defined as a
group of records performing a particular function, which are
filed as a unit, used as a unit and are disposed or transferred
as a unit.

2. Retention Period
- Each Records Series listed on a Records Retention Schedule has
a corresponding Retention Period. The Retention Period is the
minimum amount of time that records in a particular Records Series
must be retained by an agency to meet its legal responsibilities
and administrative needs.

3. Records Classification )
For th: purpose of determining Retention Periods, Public Records
are divided into two classifications. Whichever classification
the various Records Series of a public agency may fall under, they
are all Public Records and their disposition must be accounted
for on a Records Retention Schedule or a destruction request.




a. Official Public Record (OPR)
The classification of Official Publlc Record applies to any
‘Records Series which serves as legal or official proof of an
action, transaction or agreement by the agency in question.
OPR records include all original vouchers, and other documents
necessary toisolate and prove the validity of every trans-
action relating to the receipt, use and disposition of all
public property and public income from all sources; all
original contracts and agreements to which the agency is
a party; all original fidelity, surety and performance
bonds; all original claims filed against the agency; all
records or documents required by law to be filed with or
kept by the agency and all other records or documents
determined by the local Records Committee to be Official
Public records. The minimum legal Retention Period for
Official Public Records is 7 years after completion unless
otherwise stated by law.

b. Office Files and Memoranda (OFM)
The classification of Office Files and Memoranda applies
to all records, correspondence, exhibits, books, ledgers,
maps, drawings, forms not classified as Official Public
Records; _all secondary copies of Official Public Records;
all documents and reports/made for the internal ladminis-
tration of, the agencysto whieh they pertain but not
required by law to be)filed or kept with such agency; and
all other Records Series determined by.the Loecal Records
Committee to be Office Files and Memoranda. OFM Records
Series have a strictly administrative value. As such,
their Retention Periods are not determined by law, but
rather by the administrative needs of the agency which
creates and uses them.

Archival Value

Each Records Series which has a permanent historical value beyond

the Retention Period listed for the agency will bear the designations
“Archival,”" or "Selected Files Potentially Archival." On a General
Records Retention Schedule such Series will be identified with a
"Yes" in the "Archive?" column. All Records Series that bear
Archival designations should be transferred to the State Archives
once their Retention Periods have expired.

C.OTHER IMPORTANT INFORMATION.

1.

Location of Primary and Secondary Copies

The Primary Copy of a record (especially an Official Public Record)
should usually have a longer Retention Period than do the Secondary
Copies. Therefore, the status of a particular Records Series as a
Primary or Secondary Copy often has a direct effect on the length
of its Retention Period.




2. The Use of Microfilm
The use of Microfilm may also affect the Retention Periods of certain
Records Series because microfilm copies may be retzined in lieu of the
paper original. The expense of microfilm, in most cases, is justified
only when a Records Series is extremely voluminous, has a long
Retention Period and a high rate of reference.

3. Disposition Remarks
The Disposition Remarks column does not apply to every Records Series.
When it is used, it contains information that clarifies the provisions
of a Retention Period or explains legal and procedural requirements
which are unique to a particular Records Series.

D.WHAT IS A GENERAL RECORDS RETENTION SCHEDULE?
A General Records Retention Schedule fulfills all of the functions of a
Records Retention Schedule prepared by and for an individual agency.
However, a General Records Retention Schedule is issued by the Local
Records Committee to serve as the authority for the retention and dis-
position of Records Series held in common by all local agencies of a
particular type within the state. It eliminates the necessity for each
agency to submit individual Records Retention Schedules for the Records
Series which it lists. The disposition of Records Series not covered by
the General Schedule must be authorized separately on an individual
Records Retention Schedule approved by the Local Records Committee.

E.THE USE & APPLICATION OF GENERAL RECORDS RETENTION SCHEDULES
1.  Formulation of Internal Working Sechedules

A General Records Retention'Schedule may be applied directly to the
disposition of the Records Séries which it lists. However, it may
contain a number of listings which do not apply to the holdings of
a particular agency. Therefore, it is recommended that the General
Schedule be used as a guideline to formulate an Internal Working
Schedule which would relate specifically to the needs of the agency
in question.

2. Distribution
The Internal Working Schedule should be broken down into functional
units and be distributed to those persons who will be directly
responsible for the disposition of the various Records Series.

F.THE USE AND APPLICATION OF INDIVIDUAL RECORDS RETENTION SCHEDULES
1. Disposition of Records Series Not Covered by the General Schedule
Those Records Series not covered by the General Records Retention
Schedulie should be entered on a GAA-24, "PUBLIC RECORDS RETENTION
SCHEDULE & DESTRUCTION AUTHORIZATION" form and be submitted to the
Local Records Committee for approval.

These forms may be obtained from the State Archives. Once approved,
the Individual Records Retention Schedule should be incorporated
-as a part of the Internal Working Schedule.



F.THE USE & APPLICATION OF INDIVIDUAL RECORDS RETENTION SCHEDULES (Continued)
2, Reduction of General Schedule Retention Periods

Generally, the Retention Periods of Official Public Records are fixed
by law and cannot be reduced. The Retention Periods of Office Files
and Memoranda Records Series are more flexible. If any agency wishes
to have the Retention Periods of OFM Records Series reduced, it should
enter those Records Series on a GAA-24 form and submit it to the Local
Records Committee for approval. '

SUPERSEDED



III. GENERAL RECORDS RETENTION SCHEDULES

The Health District and Health Department General Records Retention
Schedules on the following pages constitutes authority for any local
health district or health department to dispose of the Records Series
listed thereon after the specified Retention Periods have expired, as
per the General Schedule authority of the Washington State Local Records
Committee pursuant to Chapter 40.14.070 of the Revised Code of Washing-
ton and the Washington Administration Code 414-24-050.

SUPERSEDED
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

Management DISPOSITION AUTHORITY NUMBER
.‘;\5" HD-1-1 PAGE ] orFr 1 PAGES
SC.HEDUI.E_ TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health- Districts/Departments Administration/Personnel 1 August 1977
':::‘ RECORDS SERIES TITLE & DESCRIPTION Z:E:‘M PR'MA"R::::DS Loc::‘::n —— “:::.:.l:" ARCHIVE? ':-l:,:_'::’; DISPOSITION/REMARKS
1. | JOB APPLICATIONS (not hired). OFM|Health none 1 year no no
Acceptable applications from Dist/Dept
other than those persons hired.
2, | PERSONNEL FILES OPR|Health none termin- | no no
Individual employee files Dist/Dept ation +
including job title, position 7 years
held, unit to which assigned,
salary, changes in employment
status, attendance, leaves,
separation and appointment record,
and other such information.
3. | TIME SHEETS OFM |Health County Aud- 12 years..lno no
> Records used for computing payroll Dist/Dept |itor/City fter
and leave time accrued, Comptroller state
udit
\
4. | ATTENDANCE RECORDS OFM |Health County Aud- 2 years no no
Records and summaries of vacation Dist/Dept |itor/City fter
and sick time accrued. Comptroller gtate
udit
5. | PAYROLL REGISTER OFM |Health County Aud- |2 years no no
Record of Health Department/ Dist/Dept |itor/City fter
District employees and deductions. Comptroller [state
udit
%
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION .
REFERENCE: RCW 40.14.070 & WAC 414-24.050

DISPOSITION AUTHORITY NUMBER
Manzgemen: _
g’L‘“‘jj; PAGE ] oF 1 paces
- T HD-1-2
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health Districts/Departments Administration/Reports 1 August 1977
'::M RECORDS SERIES TITLE & DESCRIPTION E:M pnxmAan::::“ Loc:‘r:::k po— RE::-:":I:N ARCHIVET ’:'ll‘l:.':qo?. I OEITioN/ REMARKS
1.] MONTHLY REPORTS OFM| Health DSHS 1 year no no
Statistical and/or Narrative Dist/Dept Board of
Reports sent to DSHS, local Board Health
of Health and other agencies Others
documenting Health District/Dept
activities and programs.
2.| ANNUAL REPORTS OFM{ Health DSHS 2 years yes no
Statistical and/or Narrative - Dist/Dept |Board of
Reports sent to DSHS, local Board Health
of Health and othe¥ agendies Othets
document1ng Health District/Dept
activities and prog¥ams.
3.| SURVEYS OFM| Health DSHS 5 years | yes | no
Summaries of surveys conducted Dist/Dept |Other
by the health district/department Agencies
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Yo GENERAL RECORDS RETENTION SCHEDULE
= & DESTRUCTION AUTHORIZATION
Ia%:;mesm‘j REFERENCE: RCW 40.14,070 & WAC 414-24.050 DISPOSITION AUTHORITY NUMBER
£ pet
— 3

HD-1-3 FAGE 1 oF ] PAsRs

SCHEDULE TITLE

SCHEDULE APPLICABLE TO X EFFECTIVE DATE )
Local Health Districts/Departments

Administration/Correspondence 1 August 1977

1TEM RECORDS SERIES TITLE & DESCRIPTION oOPNR SR KOCATIEN NE:::I‘;.:N ARCHIVE? ':"ICL“N?; DISPOSITION/REMARKS
NO. OFM . PRIMARY COPY OTHER COPIES
1.|{DIRECTOR'S CORRESPONDENCE OFM |Health none 2 year yes no

Correspondence to and from Dist/Dept
2, |DIVISION HEAD CORRESPONDENCE OFM |Health none 2 years | no 1 no

Correspondence to and from Dist/Dept
3. |GENERAL CORRESPONDENCE OFM |Health none 2 years no no
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

DISPOSITION AUTHORITY NUMBER

PAGE ] OF 2 PAGES
" HD-1-4
SCHEDULE TITLE - |SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health Dlstrlcts/Departments Administration/Legal Documents 1 August 1977
':::‘ RECORDS SERIES TITLE & DESCRIPTION }?M PRlMA“R::::DS LOC:‘:'::R pr—— “:::.\;?" ARCHIVE? Mrllil::; DISPOSITION/REMARKS
1.| AGREEMENTS AND CONTRACTS OPR | All part- Termina—-| no no
Legal working agreements and trans- ies must ion +
actions with other agencies and/or have one 7 years
vendors for goods and services such primary
as rental and acquisition of copy
supplies and equipment.
2.|PROFESSIONAL SERVICE CONTRACTS OPR | Health Contracting|Termina-| no no
Contracts with private physicians Dist/Dept | party tion +
and technicians for limited 7 years
services,
3.| INSURANCE POLICIES OPR | All parties Termina—-| no no
Includes malpractice,accident; must have tiongt
property and liability policies. one prim- 7 years
ary copy
4.} ACCIDENT AND INCIDENT REPORTS OPR | Court of Health 7 years | no no
Reports submitted to courts of jurisdic- | Dist/Dept |gfter
jurisdiction as evidence of an tion or / settled

accident or incident. Documents

Health Dist/Dept participation in
court cases

other auth-
ority with
re levant
jurisdic-
tion

FOR THE STATE AUDITOR

FOR THE/STATE ARCHIVIST
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bt 1 & DESTRUCTION AUTHORIZATION
Tatsgpmas: - : REFERENCE: RCW 40.14.070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
<

HD-1-4 PAGE 2 oF 2 paces

SCHEDULE TITLE SCHEDULE APPLICABLE TO

EFFECTIVE DATE
Local Health Districts/Departments Administration/Legal Documents

1 August 1977
PR oPR RECORDS LOCATION RETENTION jiicies
RECORDS SERIES TITLE & DESCRIPTION OR PERIOD ARCHIVE? FiLmeT DISPOSITION/REMARKS
NO, ] OFM PRIMARY COPY OTHER COPIES )

5. | SUPERIOR COURT CONSUMER PROTECTION OPR | Clerk of Health
ACTIONS
- Any court action or litigation
involving the Health District/ orney Gen-
Department in consumer protection eral,
cases. Includes evidence, comp- DSHS
laints, responses and other
pertinent documentation.

7 years | yes no
the Court | Dist/Dept. |after

State Att- {settled

FOR E ATTOR:W\\ FOR THE STATE AUDITOR FOY STATE ARCHIVIST
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

DISPOSITION AUTHORITY NUMBER

HD-1-5 PAGE ] oF 3 paces .

SCHEDULE TITLE [SCHEDULE APPLICABLE TO EFFECTIVE DATE

‘Local Health Districts/Departments Administration/Business Office 1 August 1977

l:::ﬂ RECORDS SERIES TITLE & DESCRIPTION }?M “m"v"::::Ds l.c.u::::::R —— n::::";l:u ARCHIVE?D h:l.tl::."- DISPOSITION/REMARKS

1.] COUNTY AUDITOR'S/CITY COMPTROLLER |OFM Auditor's/ |Health 5 years no no

ANNUAL REPORTS Comptroll- |Dist/Dept
Annual reports of Health Dist/: er's Office
Department fiscal activity and
current financial status,

2. | STATE AND FEDERAL AUDITOR'S REPORTS |OFM |State Aud- Health 5 years no no
Documents results of state and itor Dist/Dept
federal audits. Federal

Auditor

3. | BUDGET FILES OFM | County DSHS 3 yeawvsm| no no
Includes budget. requests, revisionsg Auditor/ Health after
appropriations and control reports City,Comp— | Dist/Dept, mlstate

troller audit’

4. | RENTAL RECEIPTS OFM | County Health 2 years no no | Preliminary accounting done by
Receipts for car rentals, equip- Auditor/ Dist/Dept |after Health Dist/Dept then originals
ment rental, building and facil- City Comp- state transferred to County Auditor or
ity rental and motor pool troller audit City Comptroller. Copies held by
receipts Health Dist/Dept.

5. | RECORD OF CASH RECEIPTS OFM |County Aud-|Health 2 years | no no seé remarks above
Documents receipt of payment for itor/City |Dist/Dept [|after
treatment and services from Comptroller fstate
patients, insurance companies, audit
health plans and other payment
plans.

FO E ATTORNEY(G ERAL FOR THE STATE AUDITOR FOR THE ATE ARCHIVIST
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GENERAL RECORDS RETENTION
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

Y

SCHEDULE

DISPOSITION AUTHORITY NUMBER

‘ iy PAGE 2 oF 3 PAGES
= HD-1-5
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health Districts/Departments Administration/Business Office 1l August 1977
':;:“ RECORDS SERIES TITLE & DESCRIPTION 00:5; PMMA"R::::DS Loc::::“ pa— RE:::.?:" ARCHIVE? N;.'i':’; DISPOSITION/REMARKS
6. | BILLINGS OFM{County Aud-|Health 2 years | no no see remarks, #4
Statement of monies owed by itor/City |Dist/Dept |after
patients, insurance companies, Comptroller paid and
health plans, etc. after
[state
audit
7. | CHECK REGISTERS OFM [County Aud-|Health 2 years no no see remarks, #4
Shows disposition of checks. itor/City |Dist/Dept [after
Comptroller state
udit
8. | CREDIT/COLLECT CORRESPONDENCE OFM |Health none 2 years no no
Correspondence With creditors Dist/Dept
i and vendors conce¥ning accounts.
9. | DEPOSIT SLIPS OFM |Health County Aud- P2 years | no no
Deposits made to bank. Dist/Dept |itor/City fter
Comptroller [state
faudit
10.| EXPENDITURE REGISTER OFM |County Aud~- |Health D years no no |see remarks, {4
Record of expenditures for itor/City |Dist/Dept fter '
operations, equipment, supplies Comptroller tate
and personnel. udit
11.| EXPENDITURE REPORTS OFM |Health DSHS years no no
Reports to DSHS, County Auditor, Dist/Dept |[County Aud- jafter
City Comptroller, Board of Health itor/City tate
and others. Comptroller Raudit
Board of !
Health and
. others
FO 'P\E ATTORNBY|GENERAL ~ THE STATE AUDITOR FOR THE STATE ARCHIVIST
g kw M—\/ . /Z/«m, DY ik
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= & DESTRUCTION AUTHORIZATION -

ant i

;mlaigm.sm:{ REFERENCE: RCW 40.14,070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
P HD-1-5 PAGE 3  oF 3 pacges
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health Districts and Departments Administrative/Business Office 1 August 1977
I::.M RECORDS SERIES TITLE & DESCRIPTION °°0:RRM PR'MA_RVR::::DS Loc::‘::n Py RE:::‘L'DO“ ARC‘HIVEY h:,lltnuo; DISPOSITION/REMARKS
12] ACCOUNTING LEDGERS OFM | County Aud-|Health 2 years | no no | see remarks, #4
. Accounting ledgers documenting itor/City |Dist/Dept |after
balance of receipts and expendi- Comptroller state
tures. audit
131 VOUCHERS OFM | County Aud-|Health 2 years | no no | see remarks, #4
Invoice vouchers, disbursement itor/City |Dist/Dept |after
vouchers, payroll vouchers, travel Comptroller state.
vouchers and others. audit
14§ VOUCHER REGISTER OFM |County Aud-|Health 2. years | no no) | see remarks, #4
Register of vouchers submitted itox/City ||Dist/Deptuplafter
for payment. Comptroller state
audit
p—
m .
15| PATIENT ACCOUNT FILES OPR |Health none 7 years { no no
Record of individual patient Dist/Dept :
accounts.
16 { FEE AND SALARY SCHEDULES IOFM |Health DSHS Until no no
Schedules of fees charged for Dist/Dept |County Aud- {super-
specific services, and pay scale itor/City |[seded
for each employee position. Comptroller
FOR THE STATE AUDITOR FOR THE ATE ARCHIVIST o
o W Sallunsy }%W
7 v/ A .




GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
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Recarde

REFERENCE: RCW 40.14.070 & WAC 414.24.050

DISPOSITION AUTHORITY NUMBER

anagement
{:j HD-1-6 PAGE ] oF ] PAGES
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health Districts/Departments Administration/Equipment and Supplies 1 August 1977
‘::-" RECORDS SERIES TITLE & DESCRIPTION E;M pmMAan:oc::Ds Loc::::ﬁ Py RE:::;':" ARCHIVE? M"‘i'::; DISPOSITION/REMARKS
1.| ANNUAL INVENTORY OFM |Health County Aud-|Until no no
Annual inventory of equipment and Dist/Dept |itor/City |after
supplies. Comptroller|state
audit
2.} DEPRECIATION RECORDS OFM |Health none Life of | no no
Records of depreciation of capital Dist/Dept equipment
equipment for reference in
replacement.
- 3. | PURCHASE ORDERS OFM | County Aud-|Health 2 years | no no
Orders for the purchase of equip-— itor/City  |Dist/Dept,. lafter
ment and supplies. Comptroller state
- ‘ audit
0 .
PURCHASE REQUISITIONS OFM |County Aud-{Health 2 years | no no
Requisitions for equipment and itor/City |Dist/Dept |after
supplies. Comptroller state
audit
5. | RECEIVING REPORT PDFM |Health none 2 years | no no
Log of items of equipment and Dist/Dept after
supplies received. state
audit
6. | CATALOGUES AND MANUALS Non—-fecord material as no no
Manufacturers catalogues and needed
manuals.
FOR HE ATTOR GENERAL < HE STATE AUDITOR FOR THE ,,STA4TE ARCHIVIST _
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& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

.
v
1

DISPOSITION AUTHORITY NUMBER

HD-1-7

PAGE ] OoF 1

PAGES

SCHEDULE TITLE

Local Health Districts/Departments

SCHEDULE APPLICABLE TO

Administration/Policies

and Planning

EFFECTIVE DATE

1 August 1977

'::r‘ RECORDS SERIES TITLE & DESCRIPTION 2;:;” “m‘“n::::ns Loc::::n p— RE:::S:" ARCHIVE? Mp'[i':’; DISPOSITION/REMARKS
1. | POLICIES AND PROCEDURES OFM | Health none Until no no
Health District/Department-— Dist/Dept | super-
generated policies and procedures seded
for administrative, nursing and '
environmental health personnel.
2. | POLICIES AND PROCEDURES OFM | Agency of | Health Until no no
Directives and guidelines from origin Dist/Dept |[super-
DSHS, local Board of Health, HEW, seded
Board of Commissioners, City
Council and otherragénciés.
3. | PROGRAM PLANS OFM | Health varies 2 years | no no
Self-generated plans for Dist/Dept after
implementing specifi€ programs. program
comple-
tion
4, | PROGRAM PLANS OFM | DSHS, Health 2 years | no no
Program plans from other agencies local Dist/Dept after
for the implementation of specific Board of ' program
programs. Health, comple-
' HEW, or tion
other
agencies
O "
FOR§' E ATTORNE {ﬁ-ﬂ—t_’_‘—' \T fHE STATE AUDITOR FOR THE/STATE ARCHIVIST
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24.050

DISPOSITION AUTHORITY NUMBER

PAGE

HD<2-1 1 ©OF 1 PaAceEs
! SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health Districts/Departments Vital Statistics Rev. 27 June 1980
':::" RECORDS SERIES TITLE & DESCRIPTION }?‘M 4"“'”":::::” Loc::'::l p— ":::J:':“ ARCHIVE? ";'l::f" DISPOSITION/REMARKS
1.} VITAL STATISTICS CERTIFICATES/First |OPR | DSHS Health perma~ no |yes [*¥Birth Certificates created prior
Class City—-County Health Districts (vital . ‘Dist/Dept | nent#* to the designation of the district
' Records) as a first class district should
Sources for making official copies be transferred to the custody of
for public use as per the authority DSHS Vital Records as per the
of First Class CltyvCounty Health retention period for item #2 below|..
Districts. The district does not have author—.
a. Birth Certificates ity to provide copies of such
b. Death Certificates certificates for public use. Also
c. Fetal Death Certificates these pre-first class certificate
d. Burial, Crematign & Transit Certs copies contain)information that isg
e. Correction Authorizations often seriously. out.of date.
2.|VITAL STATISTICS CERTIFICATES/Non- OFM ) DSHS Health 2 years,i no no
First Class Health Districts & Depts (Vital Dist/Dept then
Records) : transfer
Custodial copies of certificates ' to DSHS
sent to DSHS by districts or depart- Vtial
ments not .authorized to make offi+ Statistifs
cial copies for public use.
a. Birth Certificates
b. Death Certificates
¢c. Fetal Death Certificates
d. Burial, Cremation & Transit Certs
e. Correction Authorizations
3.|INDEXES TO VITAL STATISTICS CERTIFI-|OFM | Health | None until no |yes*|*Eilm only indexes to permanent
CATES Dist/Dept disposal certificates.
of certs
4, | INTERNMENT & REINTERNMENT CERTIFI- |[OPR | DSHS Health 7 years | no no
CATES Dist/Dept:
5. |[VITAL STATISTICS CORRESPONDENCE OFM Hlth Dist/Dept None 2 years | no

L

FOR THE ATR~R]NEY GENERAL
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24.050

DISPOSITION AUTHORITY NUMBER

HD-3-1

PAGE

1 °F 1

PAGES

SCHEDULE TITLE

Local Health Districts/Departments

SCHEDULE APPLICABLE TO

Nursing Administration/Dental Health

"|eEFFECTIVE DATE

1 August 1977

l:::ﬂ RECORDS SERIES TITLE & DESCRIPTION ‘:;;?M “'MA“R::::DS Loc::!::n — “:::t?oou AREHIVET M'l.il::; DISPOBITION/NEMARKS
1.] DENTAL HEALTH SCREENING PROGRAM OFM |Health Participa—- |2 years | no no
Records of screening programs Dist/Dept |ing agency
conducted in the health cliniec,
local schools and for other
agencies. Includes diagnosis,
records of consultations and
referrals.
2.} REMEDIAL PROGRAM RECORDS OFM |Health none 2 years | no no
Records of remedial programs Dist/Dept after
for dental health_including program
policies, procedures, \data on comple-
implementation and,reports and tion
I\ conclusions.
3.| PATIENT TREATMENT FILES OPR |Health none 10 years| no no
All records of treatment of Dist/Dept lafter -
individual patients including last
parental request forms, records treatmenw
of fluoride and plaque treatment and 3
and all other pertinent data. years
after agg
of
majority

‘%EST—ATE oy W—
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& DESTRUCTION AUTHORIZATION
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DISPOSITION AUTHORITY NUMBER

HD-3-2

PAGE ] OoF

1

PAGES

SCHEDULE TITLE

Local Health Districts/Departments

SCHEDULE APPLICABLE TO

Nursing Administration/Family Planning

EFFECTIVE DATE

1 August 1977

ITEM

RECORDS LOCATION

NO. RECORDS SERIES TITLE & DESCRIPTION QO:M P — STHER: coples RE:::::DON ARCHIVE? M:'ik:; DISPOSITION/REMARKS
1. | FAMILY PLANNING PROGRAM RECORDS DFM |Health DSHS, HEW 2 years no no
Policies, procedures, and Dist/Dept after
directiv es from DSHS, HEW and program
other agencies. comple-
tion
2. | PATIENT RECORDS DPR [Health none 10 yeard no no
Patient files including examina- Dist/Dept after
tions, prescriptions, medication, last
birth control pills or devices treat-
dispensed, consultation records ment and
and records of any other treatment 3 years
in connection with family planning after
programs. age of
majority|
3. | REFERRALS DFM [Health none 2 years | no no
Referrals to private physicians Dist/Dept

or another agency.

N~

E STATE AUDITOR
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24.050

£ l:naqmem (,

Records

DISPOSITION AUTHORITY NUMBER

HD-3-3

PAGE ] oF 4

PAGES

SCHEDULE TITLE

Local Health Districts/Departments

SCHEDULE APPLICABLE TO

Nursing Administration/Maternal and Child Health

EFFECTIVE DATE

1 August 1977

R RECORDS LOCATION RO-
.:f,:‘ RECORDS SERIES TITLE & DESCRIPTION °°OP:M SHTMARY: Comy OTHER CORIES RE:::;I’OI:N ARCHIVET MFlICLMOY DISPOSITION/REMARKS
1.1 WIC NUTRITIONAL PROGRAM RECORDS OFM |Health HEW 2 years | no no
WIC (Women, Infants and Children) Dist/Dept | DSHS after
program policies and procedures, program
~ and other records documenting the comp le-
implementation of the WIC program. tion
2.| WIC PATIENT RECORDS OPR |{Health ‘none 10 years| no no
Patient files including records Dist/Dept after -
of examinations, prescriptions, last
medication dispensed, treatment, treatment
consultations andfreferrals. 3\ years
after
age of
majority
3.] SUMMARY OF NUTRITION PROGRAMS OFM |Health DSHS 2 years no no
Activity data and program files Dist/Dept |HEW
concerning nutrition programs.
4, | CRIPPLED CHILDREN REGISTER OFM |Health DSHS 2 years no no
Annual roster of crippled children Dist/Dept
served by the Health Dist/Dept. -
5.| CRIPPLED CHILDREN CLINIC RECORDS OPR |Health none 10 years| no no
All records of consultationms, Dist/Dept after
treatment and referrals. last
treatment
and 3
years
after agd
of
majority
FOR NATTORNEY EN . d FOR THE STATE AUDITOR FOR THE ATE ARCHIVIST
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GENERAL RECORDS RETENTION SCHEDULE = | ©

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

DISPOSITION AUTHORITY NUMBER
' PAGE 2 OF 4 pages
HD-3-3
SCHEDULE TITLE . SCHEDULE APPLICABLE TO e EFFECTIVE DATE
Local Health Districts/Departments . Nursing Administration/Maternal and Child Health 1 August 1977
':::‘ RECORDS SERIES TITLE & DESCRIPTION ﬁ:‘ PMM":::::DS LOC::I::" pp— “:::'1':" ARCHIVE? ":_'li':’; DISPOSITION/REMARKS
6.| HEARING CONSERVATION SCREENING AND |OFM |Health Participat-|2 years | no no
REFERRALS Dist/Dept |ing school |
Results of screening programs to
determine hearing loss in Children
and a record of consultations and
referrals.
7.| SIGHT CONSERVATION SCREENING AND OFM |Health Participat-|2 years | no no
REFERRALS Dist/Dept |ing school
Results of screening programs to
determine visual dmpairments and
a record of consultations and
referrals.
8.| WELL CHILD PROGRAMyPATIENTRECORDS |[0OPR |Health none 10 yeéars|’ no no
Patient records including results Dist/Dept after
of examinations, record of © Jlast
consultations, treatment and treatment
referrals, immunization records, and 3
and all other records pertinent years
to a complete medical file. after aged
of
majority
Fc; THE ATTORMEY GENERAL L. ;I’HE STATE AUDITOR FOR THE STATE ARCHIVIST
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

DISPOSITION AUTHORITY NUMBER

CE} HD-3-3 PAGE 3 oF 4 pacges
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health Districts/Departments Nursing Administration/Maternal and Child Health 1 August 1977
'::‘ RECORDS SERIES TITLE & DESCRIPTION ::::;M anuvn::::ns Loc::::k p—— “:::;':" ARCHIVET "':_'li'::’; DISPOSITION/REMARKS
9.| PHENYLKETONURIA CASE FILES OPR | Health DSHS permanent no no
Patient history and family history Dist/Dept
of PKU patient. Includes all
records of examinations and
treatment. ¥
10l CHILD MENTAL HEALTH STUDY AND OPR | Health Participat—|2 years | no no
GUIDANCE PROGRAMS Dist/Dept | ing school
Screening, consultation and
referral programs™@enduted for
schools, child lcare facilities
and for individual®ehildren.
- 11} MATERNITY PATIENT “RECORDS OPR | Health none 10 "years| no no
o Clinic records of examinationms, Dist/Dept after
consultations, treatment and last
referrals. treatment
and 3
years
after
age of
majority
12} CHILD NEGLECT OR ABUSE REPORTS OFM |Health DSHS 2 years no no
Report of abuse or neglect of Dist/Dept
child or mentally retarded adult,
Records documentation of abuse
and follow-up.
ke —o ”@‘”‘ X < THE STATE AUDITOR FOR THE STATE ARCHIVIST
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REFERENCE: RCW 40.14,070 & WAC 414.24.050

DISPOSITION AUTHORITY NUMBER

HD-3-3

PAGE 4 oF 4

PAGES

SCHEDULE TITLE

Local Health Districts/Departments

SCHEDULE APPLICABLE TO

Nursing Administration/Maternal and Child health

EFFECTIVE DATE

1 August 1977

ITEM

OPR

RECORDS LOCATION

RETENTION

ARCHIVET?},

MICRO-

DISPOSITION/REMARKS

Summaries of maternal and child
health cases, treatmént given and
drugs dispensed| .

NO. REGORSISER|ESITITLE & DESCRIPTION orm PRIMARY COPY OTHER COPIES PERIOD i
13§ RHEUMATIC FEVER CONTROL CASE RECORDY OPR Health none 10 years| no no
Case récords of instances of Dist/Dept after
Rheumatic fever including exam- last
inations, consultations, treatment | treatmen*
referrals and all other pertinent and 3
records. years
after
age of
majority
14] SUMMARIES OF CASES"AND, TREATMENT OFM |Health DSHS 1 year no no

HE ATTOR Y RAL &
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GENERAL RECORDS RETENTION SCHEDULE |

" .fimvf
; ) & DESTRUCTION AUTHORIZATION

—Arores 3 REFERENCE: RCW 40.14,070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
Llanaqamni';1 -
wﬁ, HD-3—4, PacE 1 oF !/ PpagEs
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health Districts/Departments Nursing Administration/Adult Health 1 August 1977
':::‘ RECORDS SERIES TITLE & DESCRIPTION }?M pnmuvﬂ::::“ Loc:?::ﬂ coriEs “:::';':" ARCHIVET M;ﬁ:’" DISPOSITION/REMARKS
1.] ALCOHOLISM SCREENING RECORDS OFM | Health none 2 years no no
Records of screening programs Dist/Dept
including test results, diagnosis,
and recommendations.
2.| ALCOHOLISM PATIENT TREATMENT OPR |Health none 10 years| no no
RECORDS : Dist/Dept after
Patient records including patient last
history, record of interviews, treatmenf
correspondence, record of treat- and 3
ment, Voluntary Lommitmefit Ordér, years
and all other records pertaining after
to the treatment of'the patient. agel of
N | majority
3.| SUMMARY OF ALCOHOLISM TREATMENT OFM |Health DSHS 1 year no no
Summary sent to DSHS documenting Dist/Dept
Health Dist/Dept activity.
&4.| CANCER SCREENING RECORDS OFM |Health DSHS 2 years no no
Records of x-ray, cytology, Dist/Dept
sputem cytology and other screen-
ing programs, including test
results, diagnosis and recommend-
ations.
N 1 .
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"‘”‘"‘ GENERAL RECORDS RETENTION SCHEDULE
= . & DESTRUCTION AUTHORIZATION
n‘:“..-us 4‘ REFERENCE: RCW 40.14.070 & WAC 414-24.050

anaqem:n

DISPOSITION AUTHORITY NUMBER

HD-3-4

PAGE 2 oF 7

PAGES

SCHEDULE TITLE

Local Health Districts/Departments

SCHEDULE APPLICABLE TO

Nursing Administration/Adult Health

EFFECTIVE DATE

1 August 1977

ITEM OPR RECORDS LOCATION RETENTION MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OO:M SRIMARYEomY OTHER COPIES PERIOD ARCHIVET FlLM? DISPOSITION/REMARKS
4.) CANCER PATIENT TREATMENT RECORDS OPR }Health none 10 years| no no

Patient records including patient Dist/Dept after
history, correspondence, record last
of interviews and record of treat- treatmenf
ment. and 3
years
lafter
age of
majority
5.| SUMMARY OF CANCER/SCREENING AND OFM {Health DSHS 1. year no no
TREATMENT ' Dist/Dept
Summary sent to DSHS documenting
Health Dist/Dept'activity,
6.! CARDIAC SCREENING AND SUSPECT OFM |Health DSHS 2 years no no
RE CORDS Dist/Dept
Test results, diagnosis, recom-
mendations and referrals.
7. | HYPERTENSION SCREENING AND OFM |Health DSHS 2 years no no
SUSPECT RECORDS Dist/Dept
Test results, diagnosis, recom—
mendations and referrals.
8. | DIABETES SCREENING AND SUSPECT OFM |Health DSHS 2 years no no
RECORDS Dist/Dept '
Test results, diagnosis, recom-
mendations and referrals.
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A GENERAL RECORDS RETENTION SCHEDULE
n’; 1 & DESTRUCTION AUTHORIZATION :
—Aucords 3 REFERENCE: RCW 40.14.070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
F Maagemen: - :
C _, HD-3-4 B R TR
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health District/Departments Nursing Administration/Adult Health : 1 August 1977
-':;” RECORDS SERIES TITLE & DESCRIPTION :o?u PMM“YR::::DS Loc;:'::n pI—— ":::‘:?" ARCHIVET M,'i:?; DISPOSITION/REMARKS
9.| DIABETES PATIENT TREATMENT RECORDS |OPR Health none 10 years| no no
Patient records including patient Dist/Dept after
history, correspondence, record last
of interviews, diagnosis, treat- . treatmen}
ment’ and medication prescribed ’ and 3
or dispensed. : years
after
age of
majority
10} GLAUCOMA SCREENING AND SUSPECT OFM | Health DSHS 2 yearsmim no no
RE CORDS ‘ Dist/Dept '
Test results, diagnosis, recom
mendations and referrals,
11} TUBERCULOSIS SCREENING AND OFM |Health DSHS 2 years no no
SUSPECT RECORDS Dist/Dept
Records of screening programs
including x-rays, test results,
diagnosis, recommendations and
referrals.
12§ T.B. CASE AND CONTACT REGISTER OFM |Health DSHS 2 years no no
Register of active and inactive Dist/Dept
cases with lists of contacts. ‘
N 5,
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

DISPOSITION AUTHORITY NUMBER

HD-3-4

PAGE 4 oF 7

PAGES

SCHEDULE TITLE

Local Health Districts/Departments

SCHEDULE APPLICABLE TO

Nursing Administration/Adult‘Health

EFFECTIVE DATE

1 August 1977

'::.“ RECORDS SERIES TITLE & DESCRIPTION :;;M PRIMA"R::::DS LOC::'::H pe— RE:::J::N ARCHIVET N:‘.I‘I:.::; DISPOSITION/REMARKS
134 T.B. PATIENT TREATMENT RECORDS OPR |Health none 10 years| no no
Patient records including patient Dist/Dept | after
history, record of interviews, last
correspondence, record of treat— treatment
ment, record of hospitalization, and 3
family roster, and all other years
records pertaining to the case, after
age of
[majority
14} SUMMARY OF T.B. TREATMENT OFM " |Health DSHS 1 year no no
Reports to DSHS on_active and Distt/Dept
inactive T.B. cases imeach
county.
15 VENEREAL DISEASE SCREENING AND OFM |Health none 2 years no no
SUSPECT RECORDS Dist/Dept
Record of screening programs
including test results sand
treatment prescribed and recom
mended.
16] V.D. CASE AND CONTACT REGISTER bFM Health DSHS 2 years no no
Register of infected patients Dist/Dept after
and lists of contacts. Comple-
"|tion of
investi-
Fations.
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

HD-3-4

DISPOSITION AUTHORITY NUMBER

PAGE § or 7 PAGES

SCHEDULE TITLE

Local Health District/Departments

SCHEDULE APPLICABLE TO

Nursing Administration//

EFFECTIVE DATE

Adult Health 1 August 1977
RECORDS LOCATIO|
':::‘ RECORDS SERIES TITLE & DESCRIPTION ZO?M S — - orn:n ories M etnion | ARcuive? "imr DIERORITION/NELNANS
17} V.D. PATIENT TREATMENT RECORDS OPR |Health none 10 years| no | no
Patient records including patient Dist/Dept after
history, record of interviews, last
correspondence, record of treat- treatment
ment, and all other records pert- and 3
aining to the case. years
after
age of
majority
18} INFECTIOUS SYPHILIS#EPIDEMIOLOGEC m|OFEMs|Hemlth DSHS 2 years no no
CONTROL RECORD _ Dist/Dept
Record of V.D. epidemilogic
investigations.
19} V.D. CASE REPORTS OFM [Health DSHS 1 year no no
Summary of current case files Dist/Dept
including diagnosis, disease stage|
demographic data, location of
infected patient, and other
pertinent information.
20{ METHADONE TREATMENT RECORDS OPR |Health DSHS 10 years| no no
Record of treatment under Dist/Dept after
methadone treatment program. last
treatmenﬂ
and -3
years
after
age of
majority
N
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

HD-3-4

DISPOSITION AUTHORITY NUMBER

PAGE 6 or 7

PAGES

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

Local Health District/Department Nursing Administration/Adult Health 1 August 1977
ITEM R/ECOkDS SERJES TITLE & DESCRIPTION OOPRR REToRRS LomAT NETENTION ARCHIVE? Mlchos DISPOSITION/REMARKS
No. OFM PRIMARY COPY OTHER COPIES MERIOD Flilm?

21} MENTAL HEALTH TREATMENT RECORDS OPR |Health none 10 years| no no

Patient files including data | Dist/Dept after
sheet, family and patient history, last
patient's adjustment record, treatment
record of treatment and and 3
psychiatric reports. years
after
age of
majority

22} HOME NURSING REGISTER RECORD OPR /|Health DSHS 10 years| no no

Record of home nursing visits Dist/Dept after

and treatment digpensed. ' last

3 ' ' treatment

and 3
years
after
age of
majority

23{ RECORD OF PHYSICAL EXAMS OPR |Health contracting |10 years| no no

Records of physical exams for Dist/Dept |agency/in- |or 3
county and city employees, school stitution |years
children, jail inmates, court after
referrals and others. age of

' majority
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{ Division 0i

i

N A GENERAL RECORDS RETENTION SCHEDULE ¥
= & DESTRUCTION AUTHORIZATION |
Luaﬁ?:%:m% REFERENCE: RCW 40.14.070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
e PAGE 7 oF 7 paces
£ B HD-3-4
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health Districts/Departments Nursing Administration/Adult Health 1 August 1977
T .
'::T‘ MECORDS SERIES TITLE & RESERIPTION °0°:;M pn!gAan::::Ds Loc:'r.::n COPIES RE:::I?:N ARCHIVE? Mrlli':nor DISPOSITION/REMARKS
24§ FAMILY PRACTICE RECORDS PPR |Health none 10 years | no no
Patient records grouped together Dist/Dept lafter
by family. Includes patient last
histories, record of illness and |treatment
treatment, record of medication, nd 3
prescriptions-and referrals, family ears
data sheet, and all other records fter
pertinent to a complete family ge of
medical record. ajority.
25.; PATIENT TREATMENT.REGORDS DPR  [Health none 0 years | no no
All patient treatment files not Dist/Dept fter
2 listed specifically.™mFiles include ast
patient history,ydiagnosis, record reatment]
of interviews, correéspondencey nd 3
record of treatment,record of ears
medication, prescriptions and fter
referrals, and all other records ge of
pertinent to the case. ajority.
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

lanmmgi‘: DISPOSITION AUTHORITY NUMBER
“Q—;J—" HD=3-5 PAGE ] OF 1 PAGESs
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health District/Departments Nursing Administration/Communicable Disease 1 August 1977
1TEM OPR RECORDS LOCATION RETENTION +| Micro-
No. RECORDS SERIES TITLE & DESCRIPTION OO:M P —— SPHER: COPIES PERIOD ARCHIVE riLm? DISPOQITION/RE'MARKS
‘1.1 BIOLOGICS OPR | Health DSHS 7 years no no
Distribution and inventory record" Dist/Dept
of drugs used in disease control.
2.| CASE REPORTS OPR {Health DSHS 7 years yes no
Chronological record of cases Dist/Dept
reported.
3.| STATISTICAL REPORTS OPR |Health DSHS 7 years yes no
Statistical recofd of)the ' Dist/Dept :
prevalence and nature of disease
outbreaks.
4.| TYPHOID FEVER CARRIER RECORDS AND OPR |Health DSHS until 7 no no
AGREEMENTS Dist/Dept years
Records of carriers of typhoid after
fever and agreements signed by carrier
them in regard to disease control. is known
to be
deceased
5.{ EPIDEMIOLOGIC RECORDS AND REPORTS OPR |Health DSHS 7 years yes no
Records and reports of disease Dist/Dept
ourbreak, response, treatment
methods used and demographic data.
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- GENERAL RECORDS RETENTION SCHEDULE . |
)= | ~ & DESTRUCTION AUTHORIZATION
—Retords 3 REFERENCE: RCW 40.14.070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER ;
& Managemen! .
@ PAGE ] oF 1 PacEs
i HD-3-6
SCHEDULE TITLE ) SCHEDULE APPLICABLE TO ' h EFFECTIVE DATE
Local Health District/Department Nursing Administration/Health Education 1 August 1977
':;:‘ RECORDS SERIES TITLE & DESCRIPTION E.:?M' pmMAan::::Ds l.oc::::a = “:::I?:N ARCHIVE? h:l.i’::; DISPOSITION/REMARKS
1.} DIRECTORY FILES Non~record Laterial as need-| no no
Sources of materials for health ed
education programs. -
2.| PROGRAM RECORDS OPR | Health none 7 years | no no
Records of specific health Dist/Dept after
education programs. program
comple-
tion

9¢

' FOR THE ST E ARCHIVIST
FOR E ATTORNEY ERAL ~ C—% THE STATE AUDITOR Y ol -
: : L v ‘.
e -} L , ' <. :9;%?ﬁidﬁyd¢»~—
o - . 3 2 LY
e



" r—y Eg

f Division o

hins j ’
(T
Becorgs 3

& Management

£ )

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

GENERAL RECORDS RETENTION SCHEDULE

DISPOSITION AUTHORITY NUMBER

PAGE ] oF 1]

Ly

A,

clinic operations.

PAGES
HD-3-7-
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health Districts/Departments Nursing Administration/Clinic 1 August 1977
4 CATH
'::r‘ RECORDS SERIES TITLE & DESCRIPTION E;M PMMA"R:O::DS - ::::R comEs “:::.?:N ARCHIVET N:rll‘::; DISPOSITION/REMARKS
1. CLINIC OPERATING RECORDS OPR | Health DSHS 7 years | no no
Record of patients seen, clini- - Dist/Dept
cians used and operational costs.
2.| MEDICATION LOGS OPR | Health DSHS 7 years | no no
Record of drugs dispensed in * | Dist/Dept
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GENERAL RECORDS RETENTION SCHEDULE®

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

DISPOSITION AUTHORITY NUMBER

HD-4-1

PAGE 1 oF 2 paces

SCHEDULE TITLE

Local Health Districts/Departments

[scHEDULE APPLICABLE TO

EFFECTIVE DATE

1 August 1977

ITEM
NO.

RECORDS SERIES TITLE & DESCRIPTION

OPR

OFM

DISPOSITION/REMARKS

INSPECTION REPORTS

Inspections of all public and
private establishments to ensure
compliance with state and local
health regulations.

AIR POLLUTION REPORTS
Readings of air pollution levels.

REFUSE DISPOSAL
Inspections of solid waste
disposal sites.,

SEWER INSPECTIONS
Inspections of municipal sewér
systems.

WATER-PUBLIC AND PRIVATE
Inspections of both public and
private water supplies and
sources with regard to piping
and distribution as well as water

quality analysis (see lab reports).

DAIRY AND FOOD INSPECTIONS
Inspections of dairies and food
processing plants.

OPR

OPR

OPR

OPR

OPR

PR

Environmental Health/Health Inspe;tions
RECORDS LOCATION RETENTION MICRO-
PRIMARY COPY OTHER COPIES PERIOD ARCHIVET] riLmr
Health none 7 years no no
Dist/Dept
Health Dept. of 7 years | no no
Dist/Dept |Ecology
Health Dept. of 7 years no no
Disity/Dep tguiEcology
' DSHS
Health DSHS /] years no no
Dist/Dept. |Depth of
Ecology
Health Dept. of 7 years | no no
Dist/Dept |Ecology
DSHS
Health DSHS 7 years no no
Dist/Dept
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& Managemen: _

GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24-050

DISPOSITION AUTHORITY NUMBER

RP)" HD-4-1 PAGE 2 oF 2 ragEs
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health Districts/Departments Environmental Health/Health Inspections 1 August 1977
l':g:‘ RECORDS SERIES TITLE & DESCRIPTI?N E:‘M PR.MA“R::::DS Loc::::n p— ":::';':" ARCHIVET ':.'lcl_::’; DISPOSITION/REMARKS
7.] PARKS AND REACREATIONAL FACILITIES [OPR | Health none 7 years no no
Inspections of city and county Dist/Dept
parks and outdoor recreational
facilities,
8.| ESTABLISHMENT REGISTER OFM | Health none until no no
Listings of business establish- Dist/Dept super-
ments within the agency's jurisdic- seded
tion and subject to periodic
inspection.
w | 9.| VECTOR CONTROL OPR"| Health DSHS 7, years | no no
e Inspections for'rodent infesta- Dist/Dept
tion and for other disease-
carrying animals and organisms.
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION

3 REFERENCE: RCW 40.14.070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
t Kanagemen: 4
pall PaGge 1 or 1  paces
- T HD-4~2
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health Districts/Departments Environmental Health/Food Inspections 1 _August 1977
: o -
‘:::‘ RECORDS SERIES TITLE & DESCRIPTION E::;M pnmanvn::::ps Loc::::ﬂ comEs “E:::l;':" ARCHIVET m:l:::; DISPOSITION/REMARKS
1.} MEAT INSPECTIONS OPR |Health DSHS 7 years no no
Includes: Dist/Dept
Carcass Inspection Reports,
Meat Plant Inspection Reports ané
Meat Vehicle Inspection Reports.
2.| DAIRY INSPECTIONS OPR {Health DSHS 7 years no no
Includes sanitation, disease Dist/Dept
control, bacteria counts, animal
1nfect10ns, radioactivity 1eve1s
in products and Fecords lof
disease.
3.} INSPECTIONS OF OTHER FOOD PRODUCTS  |OPR |Health DSHS 7 years no no
Inspections and 1ab analysis of Dist/Dept
food in Processing plants, retail
establishments, restaurants and
others.
m B
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GENERAL RECOlRDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24-050

DISPOSITION AUTHORITY NUMBER

HD-4-3

PAGE ]

or 3

PAGES

SCHEDULE TITLE

- Local Health Districts/Departments

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

Environmental Health/Buildings and Property 1 August 1977
I:::‘ RECORDS SERIES TITLE & DESCRIPTION O::'RRM PRlMARY“::::Ds Loc‘:rl::n COPIES RE:::'?:N i M,l'c'_':’; PlerosITIon/REMARKS
1.} FHA INSPECTIONS OPR | FHA Health 7 years no no
Inspections of houses conducted Dist/Dept
for the Federal Housing Authority.
2.| CONDEMNATION ORDERS OPR | City/ Health 7 years | no no
Records of buildings condemned County Dist/Dept
as being unsafe or otherwise not Engineer County
in compliance with local Assessor
ordinances.
3.1 DEMOLITION ORDERS OPR|\City/. Health 7 years | no no
Orders for the demolition of County, Dist/Dept
unsafe structures. Engineer
4, PERK TESTS OPR | Health none 7 years | no no
Perk tests for public and private Dist/Dept
land to determine suitability
for ‘septic tank installation.,
5.| SEPTIC TANK APPROVALS AND PERMITS OPR | Health none permanenf no no
Permits and approvals for the Dist/Dept until
installation of septic tanks. super-—
Includes diagrams of pipe inst- seded
- allations and location of septic
tank.
6.| GAS PIPING PERMITS OPR |Health Contractor |7 years no no
Permits to install gas piping. Dist/Dept
Includes piping diagrams.
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GENERAL RECORDS RETENTION SCHEDULE *

& DESTRUCTION AUTHORIZATION
'REFERENCE: RCW 40.14.070 & WAC 414.24.050

)

DISPOSITION AUTHORITY NUMBER

PAGE 2

HD-4-3

or 3

PAGES

SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health Districts/Departments Environmental Health/Buildings and Property 1 August 1977
i REcomos semes TITLE & DESCRIPTION }?M PMMA"R::::DS Loc::.::k po— N emton | Arewver| Michos DISPOSITION/REMARKS
7.] PLUMBING PERMITS OPR |Health Contractor |7 years | no no
Permits to install plumbing. Dist/Dept
8.| PRIVATE WATER SUPPLY APPROVALS OPR |Health Owner 7 years | no no
Approvals of wells, streams, Dist/Dept
lakes and other water supply
sources and filtering and treat—
ment installation.
9.| BUILDING PLAN APPROVALS OPR |Health Contractor |7 years no no
Approvals of plans_for new Dist/Dept
buildings and hofies and of plans
for additions andyalterations.
10.| PERMITS AND APPROVALS OPR |Health varies 7 years.|:no 1o
All other permits and approvals Dist/Dept
pertaining to buildings and
property including permits and
approvals for: animal shelters,
stables, stockyards, camps (summer,
labor, penal, church, etc.),
boarding homes, dairies, food
processing plants, hospitals,
nursing homes, homes for the aged,
hotels, dormitories, resorts,
schools, etc.
11. | ORDINANCES IN EFFECT OFM [varies Health until no no
City, county, state and federal Dist/Dept |super-
ordinances regarding buildings seded
and property standards.
FORNTHE ATTORNEY RAL \ FONE STATE AUDITOR FOR THEI STATE ARCHIVIST -
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Bivision oi :
G
o GENERAL RECORDS RETENTION SCHEDULE
u‘; & DESTRUCTION AUTHORIZATION
T Aecorts i REFERENCE: RCW 40.14.070 & WAC 414-24.050 DISPOSITION AUTHORITY NUMBER
Managsment
{J‘ HD—4=3 PAGE 3 oF 3 paces
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health Districts/Departments Environmental Health/Buildings and Property 1 August 1977
':::‘ RECORDS SERIES TITLE & ?:scalpTlon E;:;M PMMA"R::::DS '-OC:':::R pr—— “:::1?:" ARCHIVET Mrll‘l:.'::; PISPOSITION/REMARKS
'12.] PERMIT AND APPROVAL SUMMARIES OFM | Health DSHS permanenkt no no
Record of permits and approvals Dist/Dept
issued.
i-\
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GENERAL RECORDS RETENTION SCHEDULE "

! & DESTRUCTION AUTHORIZATION
—Recores 3 ' REFERENCE: RCW 40.14.070 & WAC 414.24.050

HD-4-4

DISPOSITION AUTHORITY NUMBER

PAGE 1 OF 1

PAGES

SCHEDULE TITLE

Local Health Districts/Departments

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

Environmental Health/Complaints, Investigations & Reportsi 1 August 1977
E S Loc NTION =
'::‘ RECORDS SERIES TITLE & DESCRIPTION ‘:;54 PRIMAIYRc:::D = ::::R po— o™ | arcmver s DISPOSITION/REMARKS
1.} COMPLAINTS FILED OPR |Health none 7 years no no
Files of complaints submitted to Dist/Dept
the environmental health division.
Includes nature of report, record
of investigations and results.
2.| COMPLAINTS RESULTING IN COURT OPR |Health appropriate |7 years | yes no
ACTION Dist/Dept | court
Files of complaints resulting in
court action or used as evidence
in court cases.
3.] NUISANCE REPORT 1.0G OFM/|Health none 2 years,l. no no
;4 Record of nuisance reporits logged. Dist/Dept
4.} FOOD POISONING COMPLAINTS AND OPR |Health DSHS 7 years | no no
INVESTIGATIONS Dist/Dept
Files of food poisoning complaints)
results of investigations and
actions taken.
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Rechi
o GENERAL RECORDS RETENTION SCHEDULE
I:’f 1 & DESTRUCTION AUTHORIZATION
—Aezarts 3 REFERENCE: RCW 40.14.070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
| Managemen: _
‘FL—J HD=4—5 PAGE ] OF ] PAGES
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health Districts/Departments Environmental Health/Licenses 1 August 1977
'::" RECORDS SERIES TITLE & DESCRIPTION ?:::L PRNA"R::::DS Loc::l::n po— "::':"1::" ARCHIVE? ":':;?; DISPOSITION/REMARKS
1.} FOOD HANDLER LICENSES ISSUED OFM | Health none until no no
Register of food handlers ' Dis t/Dept expired
licensed by the agency. or superf
seded
2.| ALL OTHER LICENSES ISSUED BY THE OFM | Health - none until no no
AGENCY Dist/Dept expired
Registers of all other licenses , _ or superf
issued by the agency. seded
ol
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SN GENERAL RECORDS RETENTION SCHEDULE '
n”f 1 & DESTRUCTION AUTHORIZATION ‘
—Aetards 3 REFERENCE: RCW 40.14,070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
I Management _
Iy i HD=4—6 PAGE ] oF 1 wPpacEs
SCHEDULE TITLE = SCHEDULE APPLICABLE TO 'lEFFECTIVE DATE
Local Health Districts/Departments Environmental Health/Animal Diseases 1 August 1977
I::M RECORDS SERIES TITLE & DESCRIPTION 2;:;“ PMM‘"R::::DS Loc::::n —— Re;r:::.;l:u ARCHIVE? h:_l't!::; OIS POSITION/REMARNKS
1.| ANIMAL BITE REPORTS OFM | Health none 3 years | no no
Log of reports of animal bites. Dist/Dept '
2.| INVESTIGATION REPORTS OPR |Health none 7 years no no
Records of investigations of | Dist/Dept
rabies or other diseases.
3.{ TREATMENT RECORDS OPR |Health none 7 years | no no
Treatment of diseased animals. Dist/Dept
4.| EPIDEMIOLOGIC RECORDS » OPR | Health DSHS 7 years | yes no
Records of outbreaks of salmon- Dist/Dept

ella, tularema, undulant fever
and other communicable diseases.
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{ Division oi 77}

Srchi
- GENERAL RECORDS RETENTION SCHEDULE
= & DESTRUCTION AUTHORIZATION
Ll:i:cq:n?:n 3 ’ REFERENCE: RCW 40.14.070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
P < #
‘\J HD 5 1 PAGE 1 OF 3 PAGES
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Local Health Districts/Departments Laboratory 1 August 1977
':;r“ RECORDS SERIES TITLE & DESCRIPTION ‘:é:‘:m “m“vn::::bs Loc::::“ p— RE:::S:" ARCHIVE? MF‘I:.’:AO; DISPOSITION/REMARKS
1. MICROBIOLOGY REPORTS OFM. | Health none 7 years | no no
Reports of patient specimen Dist/Dept
analysis.
2.| SEROLOGY REPORTS OFM | Health none 7 years | no no
Reports of patient specimen Dist/Dept
analysis.
3.| HEMOTOLOGY REPORTS OFM |Health none 7 years | no | no
Reports of patientmspecimen Dist/Dept
analysis,
4.1 URINALYSIS REPORTS OFM | Health none 7/ years | no no
Reports of patientwspecimen Dist/Dept
analysis,
5. GONORRHEA REPORTS DFM | Health none 7 years no no
Reports of analysis of smears and Dist/Dept
cultures.
6.| T. B. REPORTS DFM | Health none 7 years | no no -
Reports of patient specimen Dist/Dept
analysis,
7.] COMMUNICABLE DISEASE REPORTS DFM. | Health none 7 years no no
Analysis of smears and cultures Dist/Dept
for evidence of infectionm.
8.| MYCOLOGY REPORTS DFM | Health none 7 years | no no
Reports of fungus examinationms. Dist/Dept
FOR \T ATTORNEY G } AL » C THE STATE AUDITOR FOR THE ATE ARCHIVIST
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

DISPOSITION AUTHORITY NUMBER

Mznagemen: ) 5 3
|£ . ) PAGE OF PAGES
S HD-5-1

SCHEDULE TITLE SCHEDULE APPLICABLE TO R EFFECTIVE DATE
Local Health Districts/Departments Laboratory 1 August 1977
':::‘ RECORDS SERIES TITLE & DESCRIPTION ?}; PRlMA“YR::::DS Loc::::ﬁ comes RE:::':I:" ARCHIVET ':,'li::; DISPOSITION/REMARKS
9.] DAIRY PRODUCT EXAMINATION REPORTS [0FM. | Health none 7 years no no
Analysis of dairy products for Dist/Dept
excessive bacteria levels and
for impurities,
10{ FOOD CHEMISTRY REPORTS pFM | Health . none 7 years | no no
Analysis of food products for Dist/Dept
impurities.
11} WATER REPORTS DFM | Health none 7 years | no no
Analysis of water samples Dist/Dept
12} EXAMINATIONS FOR OTHER AGENCIES ODFM | Health ||.agency 7 yearsy s no no
Examinations made forlother Dist/Dept || requesting
agencies such as police and fire examination
departments.
13{ VIROLOGY REPORTS BFM Health none 7 years | no no
Animal head examinations Dist/Dept
14{ LAB SEROLOGIC SPECIMEN SLIPS PFM Health DSHS 7 years no no
Reports of serologic reactors and Dist/Dept
dempgraphic data.
15{ DIAGNOSTIC LAB REPORT SUMMARIES OFM |Health DSHS 2 years no no
Record of data pertaining to lab Dist/Dept
tests performed on specimens sub-
mitted on patients, food products,
etc,
FOR TH TATE ARCHIVIST

\ Nl

GAA-44

oAl .

F7EEii;z:::i:::;16652$==k""

- e st




SECTION C: IMPLEMENTING A RECORDS RETENTION PROGRAM

Just as it is impossible Lo create Records Retention Schedules
which are comprehensive and equally useful to all agencies,

so it is impossible to provide instructions for implementing a
Records Retention Program which works equally well for all
offices. The following outline is designed to show how a Records
Retention Program may be implemented on a step by step basis.
The outline could be applied to the implementation of any
Records Management Program and any of its steps may be
modified to meet the specific needs of a local agency.

They are not required by law, but are recommended management
practices.

1. ESTABLISHING THE PROGRAM - STEP BY STEP

A.SUPPORT FROM THE TOP
The .success of any program is dependent on top management
support. If a Records Retention Program is to be a success
in any agency, the official in charge must be aware of and
support the program and its objectives.

B.APPOINTMENT OF A RECORDS OFFICER
A member of the administrative staff should be appointed as a
"Records Officer" to oversee and account for the establish-
ment and maintenance of the program.

C.NOTIFY STAFF OF PROGRAM INAUGURATION
A'programrannouncement, shouldybe Fssued showitnig management
support, announcing the appointment of a Records Officer
andirequesting staff cooperation. The example below has
proven to be successful in many instances.

TO: ALl .Departments -ALl Personnel 7 5
SUBJECT: Records Retention Program

It is the policy of this agency (or office) to encourage
efficient records management practices. This policy will
be manifested by compliance with the state law relative
to the retention, disposal and protection of all agency
(office) records. :

It is believed that a formal Records Fztention Program will
help us in several ways. It developes effective guideliness
for the timely disposal of obsolete records. It will reduce
the need for additional file equipment, release present
equipment and space for other uses, save time in records
handling, and insure the preservation of essential and
permanently valuable records.

To initiate and maintain an effective program, (Mr. Ms.)
XXxxx has been appointed as Records Officer and has my
full support in this effort. It is requested that

(he, she) be given your complete cooperation.

Agency Head or Offictal
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D.APPOINT A RECORDS RETENTION COMMITTEE (optional)
In large agencies, a Records Retention Committee, consisting of
high level administrators from key departments, can provide
program direction to the Records Officer and give the program
a sense of cooperative effort and authority that might be hard
to achieve by the Records Officer alomne.

E.ESTABLISH A RECORDS RETENTION MANAGEMENT FILE

A file containing the General Records Retention Schedules,
Internal Working Schedules, GAA-24, '"PUBLIC RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION" forms, State Records Management
Handbooks, disposition affidavits, other forms and supplies
incidental to a Records Retention Program should be maintained
by the Records Officer and others who are responsible for records
disposition. ‘

F.ESTABLISH CONTACTS IN FUNCTIONAL AREAS
Records Coordinators should be designated in key functional
areas. (This step applies especially to large agencies.)
These people may be supervisors or secretarial personnel with
substantial knowledge of the operation and records of their
particular areas.

G.ESTABLISH FORMAL RECORDS RETENTION POLICIES & PROCEDURES
These policies and procedures should gtate)the purpose of the
program, who is affected by it, and agency policy regarding) the
program. They“Should define terms unique to the program, out-
line, the/responsibilities of each'person or department affected,
and explain the procedures for implementation. (See Appendix A)

H.PROCEED WITH INITIAL PROJECTS AND ESTABLISH CONTROLS FOR THE
PROGRAM
1. Conduct orientation meetings with functional or depart-
mental Records Coordinators, managers or other concerned
persons. g

2. The General Schedule should be broken down into sections
relating to functional areas and be distributed to those
areas for the use of the Records Coordinators.

3. The Records Coordinators, under the supervision ¢I the
Records Officer, should transfer the applicable listings
from the General Schedule to Internal Working Schedules
which should be applied directly to the actual disposition
of agency records.

4. Apply the Internal Working Schedules to the disposition
of obsolete records in the various functional areas,
account for the volume of records disposed of, and
establish a regularized procedure for records disposition
so that the schedule is applied on a yearly basis. The
Initial disposition project should also be used to identify
those Records Series which are not covered by the General
Schedule. Those Records Series should be entered on a
GAA-24 "PUBLIC RECORDS RETENTION SCHEDULE & DESTRUCTION
AUTHORIZATION" form and be submitted to the Local Records

Committee for approval.
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5. If possible, establish a non-current records storage area
which is separated from the active office usage area. The
active reference life of most Records Series is usually not
more than one or two years. Expensive office space and
active files should not be burdened and obstructed by older
records which do not require a high rate of reference.

For the purpose of facilitating the flow of inactive records
to non-current storage, the Retention Period of each Records
Series should be divided into active and non-current storage
phases. Yearly file cutoffs should be established so that

current storage to their ultimate disposition in mass quanities.

- The shift from active usage to non-current storage
should take place on the same yearly basis as the records
disposition process so that the flow of records into the
non-current storage area is roughly equivalent to the flow
of records leaving for their ultimate disposition.

" 11. PROGRAM MAINTENANCE

A .MONITOR IMPLEMENTATION
The Records Officer should see that the Records Retention
Schedule is implemented and that inactive records are being
transferred to non-current storage on an annual basis. A
yearly records, transfer andgdisposition,report,may jbesa
useful device in|this regard.

B.UPDATE RECORDS RETENTION SCHEDULES
The InternalmWorking Schedules’ shouldwbe auditéd annually
to determine whether they should be updated to include new
Records Series Or whether their provisions should be amended
to relate to new administrative needs and legal requirements.

IIT. COMPILE & REPORT PROGRAM RESULTS

A.STATISTICAL RESULTS

1. Amount of records storage equipment emptied for reuse
through the program.

Volume of records on hand at beginning of report period.
Volure of records created.

Volume of obsolete records disposed of.

. Net holdings at end of year.

nHeWwN

B.COST SAVINGS

1. Cost of records storage equipment released for reuse.
2. Cost of floor space converted or released for reuse.

3. Clerical time saved by eliminating handling of inactive records.
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SUBJECT:

I.

II.

[II.

APPENDIX A

POLICY & PROCEDURE A
(Suggested Format and Content)

RECORDS DISPOSITION MANAGEMENT
Purpose:
To establish the policy and procedure for the identification and systematic

retirement and/or disposal of obsolete, inactive, semi-active and archival
records from costly office space and equipment in accord with the provisions

of RCW LO.1b.

Divisions Affected
All Divisions.
Policy:

It is agency DOlle Lo promote efficient records management practices.
It is desirable that all agency records be inventoried and analyzed for

' administrative, legal, financial and historical values to insure that:

v

1. only active records are retained in high cost office space.

2. valuable historical records are adequately preserved.

3. 1inactive and semi-active records are removed to low cost inactive
records storage, and

4, Bbsoletepand Valleless recordsiare, ef fectivel ¥ eliminated™in’ adcord wlth
the provisions of RCW 40.1L4, to insure the efficient use of file equipment,
office space and storage facilities.

Definitions:

PUBLIC RECORDS:
As defined by RCW L40.lL4, the term "public records" shall include any
paper, correspondence, form, book, photograph, film, sound recording,
map drawing, or other document, regardless of physical form or
characteristics, and including all copies thereof, that have been made
by any agency of the State of Washington or received by it in connection
with the transaction of public business.

RECORDS MANAGEMENT :
The applicution of administrative management techniques to insure the
adequacy, propriety, essentiality and efficiency of documentatlon and
records maintenance and d13p051t10n.

RECORDS DISPOSITION MANAGEMENT:
A records management technique aimed at the systematic, timely and
effective disposal ‘'or removal of obsolete or inactive records from
expensive office space and the effective but economical preservation
of records of permanent value. : :

RECORDS OFF1CER:
An individual appointed by appropriate authority to supervise and
coordinate the District's Records Management Pregram, Lo serve as
lisison with the Division of Archives and “ecords Management and to
represent the agency before the Local Records Committee.
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RECORDS COORDINA'I'OR:

"An individual assigned to a division of the agency who coordinates

the Records Management Program between tne Records Officer and the
division in questlon '

Procedures and Responsibilities:

1.

RECORDS OFFICER

a. Coordinates the agency Records Management Program.

b. Conducts Records Management Workshops with Records Coordlnators

and other agency personnel.

c. Packages and distributes General Schedules to Records Coordinators.
d. Berves as records liaison with the Division of Archives and Records
Management.

e. Represents the agency before the Local Records Commlttee in matters
related to the disposal of agency records.

f. Approves records retention schedule revisions and updates submitted
by offices on GAA-2L4, Public Records Retention Schedule & Destruction
Authorizations; consults with Records Coordinators regarding records
retention and transfer recommendations for final disposition of records.

Establishes primary Offices of Record and the location of official copies.

g. Submits Schedule revisions to the Washington State Local Records
Committee and distributes approved revisions returned from the Committee.
h. Assists with physical disposal of records eligible for destruction.

RECORDS COORDINATOR| (OFFICE OF RECORD)

a. Supervises Records DispositiongManagement Programmwithin.a divisions..
b.| Maintains Records Management Files.

¢~ Recomniends records| retention schedulewrevisionsmto: themDistrict
Records Officer and prepares GAA-2U, Public Records Retention Schedule

& Destruction Authorizations, for Records Officer's approval.

d. Monitors physical destruction of records eligible for disposal and

sees that records retention schedules are updated and implemented
annually

DIVISION OF ARCHIVES AND RECORDS MANAGEMENT

a. Provides agency Records Officer with forms, procedural instructions
and materials for agency use.

b. Presents program orientation &nd instructions to agency Records _
Officer and Records Coordinators upon request of agency Records Officer.
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APPENDIX B
RCW 40.14 PRESERVATION AND DESTRUCTION OF PUBLIC RECORDS -- STATE ARCHIVES

LO.14.010 DEMIN['LITON AND PLAuolPTCAPLON OF PUBIIC RECORDS

As used in this chapter, the term "public records" shall include any paper, cor-
respondence, form, book, photograph, film, sound recording, map drawing, or other
document., regardless of physical form or characteristics, and including all copies
thereof, that have been made by or received by any agency of the State of
Washington in connection with the transaction of public business, and legislative
records as described in RCW 40.14.100. For the purposes of this chapter, public
records shall be classified as follows:

(1) “Official Records (OPR) shall include all original vouchers, receipts and
other documents necessary to isolate and prove the validity of every transaction
relating to the receipt, use and disposition of all public property and public
income from all sources whatsoever, all agreements and contracts to which the
State of Washington or any agency thereof may be a party; all fidelity, surety

and performance bonds; all claims filed against the State of Washington or any
agency thereof; all records or documents required by law to be filed with or kept
by any agency of the 3State of Washington; all legislative records as defined in
RCW 40.14.100; and all other documents or records determined by the Records
Committee, hereinafter created, to be Official Public Records.

(2) Office Files and Memoranda (OFM) shall include all records, correspondence,
exhibits, books, booklets, drawings, maps, blank forms, or documents not above
defined and classified as Official Public Records; all duplicate copies of Official
Public Records filed with any agency of the State of Washington; all documents and
feports made for the internal administratiofl ofithe office to which they pertain ¢
but not required by law to be filed or kept with suech agency; and all other docu-
mentshor records, determined by the Reecords Committee, hereinafter created, to be
Office Files and Memoranda. (1971 First Extraordinary Session, Lhapter 102,
Section 1; 1957 Chapter 246, Section 1)

40.14.020 DIVISION OF ARCHIVES AND RECORDS MANAGEMENT - STATE ARCHIVIST - POWERS
AND DUTIES - DUTIES OF PUBLIC OFFICIALS

All public records shall be and remain the property of the State of Washington.
They shall be delivered by outgoing officials and employees to their successors
and shall be preserved, stored, transferred, destroyed or disposed of, and other-
wise managed, only in accordance with the provisions of this chapter. In order

to insure the proper management and safeguarding of public records, the Division
of Archives of the Department of General Administration is designated as the
Division of Archives and Records Management, and, under the administration of

the State Archivist, who shall have reasonable access to all public records,
wherever kept, for purposes of information, surveying, or cataloguing, shall
undertake the following functions, duties and responsibilities: -

(1) To manage the Archives of the State of Washington;

(2) To centralize the Archives of the State of Washington, to make them avail=-
able for reference and scholarship, and to insure their proper preservation;

(3) To inspect, inventory, catalog, and arrange Retention and Transfer Schedules
on all record files of all state departments and other agencies of state government;
(4) To insure the maintenance and security of all state public records and
establish safeguards against unauthorized removal or destruction.

(5) To establish and operate such State Records Centers as may from time to time
be authorized by appropriation, for the purpose of preserving, servicing, screening
and protecting all state public records which must be preserved temporarily or
permanently, but which need not be retained in office space and equipnent.

(6) To gather and disseminate to interested agencies information on all phases of
records management and current practices, methods, procedures and devices for ef-
fiecent and economical manarement of records.
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RCW 40.14 PRESERVATION AND DESTRUCTION OF PUBLIC RECORDS -- STATE ARCHIVES (continued)

(7) To operate a Central Microfilm Bureau which will microfilm, at cost, records
approved for filming by the head of the office of origin and the Archivist, to
approve microfilming proJjects undertaken by state departments and all other agencies
of state government; and to maintain proper standards for this work. °

(8) To maintain necessary facilities for the review of records approved for des-
truction and for their economical disposition by sale or burning; directly to
supervise such destruction of public records as shall be authorized by the terms

of this chapter. (1957 Chapter 246, Section 2)

40,14.030 TRANSFER TO STATE ARCHIVES - CERTIFIED COPIES, COST

All public records, not required in the current operation of the office where they
are made or kept, and all records of every agency, commission, committee, or any
other activity of state government which may be abolished or discontinued, shall
be transferred to the State Archives so that the valuable historical records of
the state may be centralized, made more widely aveilable, and insured permanent
preservation; PROVIDED, That this section shall have no application to public re-
cords approved for destruction under the subsequent provisions of this chapter.

When so transferred, copies of the public records concerned shall be made and
certified by the Archivist, which certification shall have the same force and
effect as though made by the officer in charge of them. Fees may be charged to
cover the cost of reproduction. In turning over the archives of his office, the
officer in charge thereof, or his successor, therby loses none of his rights of
access to them, without charge, whenever necessary. (1957 Chapter 246, Section 3)

40.140°.040 RECORDS OFFTCERS - TRANSFER"SCHEDULES

Eachldepartment or other agency of thel state government shall designate a Records
Officer %o, supervise it&"Feconds program and to repreésent the office in all con-
tacts with the Records Committee, hereinafter created, and the Division of Archives
and Records Management. The Records Officer shall:

(1) Coordinate all aspects of the Records Management Program.

(2) Inventory, or manage the inventory of all public records at least once during
a biennium for disposition scheduling and transfer action, in accordance with pro-
cedures prescribed by the State Archivist and State Records Committee, PROVIDED,
That Essential Records shall be inventoried and processed in accordance with
Chapter 40.10 at least annually.

(3) Consult with any other personnel responsible for maintenance of specific re-
cords within his state organization regarding records retention and transfer
recommendations. :

(k) Analyze records inventory data, examine and compare divisional or unit in-
ventories for duplication of records, and recommend to the State Archivist and
State Records Committee minimal retentions for all copies commensurate with legal,
financial and administrative needs. R

(5) Approve all records Inventory and Destruction Requests which are submitted

to the Local Records Committee.

(6) Review established Records Retention Schedules at least annuglly to insure
that they are complete and current.

(7) Exercise internal control over the acquisition of filming and file equipment.
"(8) Report annually all savings resulting from records disposition actions to his
management, the State Archivist and the Office of Program Planning and Fiscal

Management.

If a particular agency or department does not wish to transfer records at a time
previously scheduled therefor, the Records Officer shall, within thirty days,

notify the Archivist and request a change in such previously set schedule, includiny
his reason therefor. (1973 Chapter Sk, Section 3; 1957 Chapter 246, Section )
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40.14.050 RECORDS COMMITTEE - COMPOSITION, MEETINGS, POWERS AND DUTIES -
RETENTION SCHEDULES

There -is created a committee, to be known as the Records Committee, composed of
the Archivist, an appointee of the State Auditor, and an appointee of the Attorney
General. Committee members shall serve without additional salary, but shall be
entitled to traveling expenses incurred incident to committee records. Guch, ex-—

penses shall be paid from the appropriations made for their respective offices.

The Records Committee shall meet at least once every quarter or oftener as business
dictates. Action by the Committee shall be by majority vote and records shall be
kept of all Committee business.

It shall be the duty of the Records Committee to approve, modify or disapprove
the recommerndations on Retention Schedules of all files of public records and to
act upon requests to destroy any public records, PROVIDED, That any modification
of a request or recommendation must be approved by the agency originating the
request or recommendation.

The Division of Archives and Records Management shall provide forms, approved by
the Records Committee, upon which it shall prepare recommendations to the Committee
in cooperation with the Records Officer of the department or other agency whose
records are involved. (1957 Chapter 246, Section 5)

40.14.060 DESTRUCTION, DISPOSITION OF OFFICIAL PUBLIC RECORDS, OFFICE FILES AND
MEMORANDA ‘ ' ' .
Offieial [Publid) Records), shallinot berdest royed unti Ithey o véigitthe r [photog rapheds
microphotographed, photpstated, or reproduced on"film, or until they lare seven
yearspold, except ommalshowing of théWdepartmen®pof origin, as approved by’ the
Records Committee, that the retention of\suéh records for a|minimum of seven
years is both™unneeessary and uneconomical , particularl Where lesser federal
retention periods for records generated by the state under federal programs are
involved; PROVIDED, That any lesser term of retention than seven years must

have the additional approval of the Director of the Budget, the State Auditor

and the Attorney General, except where records have federal retention guide-
lines, the State Records Committee may adjust the retention period accordingly;
PROVIDED, FURTHER, That an automatic reduction of retention periods from ten to
seven years as provided for in this 1973 amendatory section for Official

Public Records shall not be made as to records on existing Records Retention
Schedules but the same shall be reviewed individually by the Local Records
Committee for approval or disapproval of the change to a retention period of
seven years.

Recommendations for the destruction or disposition of Office Files and Memoranda
shall be submitted to the Records Committee upon forms prepared by the Records
Officer of the agency concerned and the Archivist. The Committee shall determine
the period of time that any Office File or Memorandum shall be preserved and

may aulthorize the Division of Archives and Records Mianapgement to arrange for its
destruction or disposition. (1973 Chapter S5k, Section h; 1957 Chapter 246, Section

6)

40.14.070 DESTRUCTION OF LOCAL GOVERNMENT RECORDS - PRESERVATINN FNR HISTORICAL
INTEREST - LOCAL RECORDS COMMITTEE, DUTIES

County, municipal, and other local government agencies may request authority to
destroy noncurrent public records having no further administrative »r legal value
by submitting to the Division of Archives and Records Managcment, lists of such

records, in triplicate on forms prepared by the Rivisiou. ‘The Archivist and the
Chief Examiner of Mwmicinal Oorporations of the Cffice of *he Stale Auditor and:
a representative appoint~d Ly Lthe Attorney Genernl <hall convtilnte a commitiae

to be known as the Local Recurds Committee which shall review suchh lishs, and
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40.14.070 DESTRUCTION OF LOCAL GNVERNMENT RECORDS - PRESERVATION FOR HISTORICAL
INTEREST - LOCAL RECORDS COMMITTEE, DUTIES (continued)

may veto the destruction of any or all items contained therein.

A local government agency, as an alternative to submitting lists, may elect to
establish a records control program based on recurring Disposition Schedules recom-
mended by the agency to the Local Records Committee. The Schedules are Lo be
submitted on forms provided by the Division of Archives and Records Management

to the Local Records Committee, which may either veto, approve, or amend the
Ochedule. Approval of such Schedule or amended Schedule chall be by unanimous vote
of the Local Records Committee. Upon such approval, the Schedule shall constitute
authority for the local government agency to destroy the records listed thereon,
after the required retention pericd, on a recurring basis until the Schedule is
either amended or revised by the Committee.

No public record other than Office Files and Memoranda of any local government
agency shall be destroyed until it is either photographed, microphotographed,
photostated, or reproduced on film, or until it is seven years old, and except
as otherwise provided by law no public record shall be destroyed until approved
for destruction by the Local Records Committee; PROVIDED, Thal where records
have federal retention guidelines the Local Records Committee may adjust the
retention period accordingly; PROVIDED, FURTHER, That. an automatic reduction of
retention periods from ten to seven years as provided for in this 1973 amend-
atory section for Official Public Records shall not be made as to records on
existing Records Retention Schedules but the same shall be reviewed individually
by the Local Records Committee for approval or disapproval of the change to a
-retention period of seven years.

The State Apchivist maymfurnishmappropriate informationpmsugeestions, andmguwide-—
lines to“logal government |Jagencies for thely assistance in the prcparation of
lists¥and Schedules organy otherimattermrelating o, the "Fetention , preservation,
or destruction ofl records under this chapter. wThe Local Records Committee may
adoptwappropriate regulations @stablishing procédufes Lewbantlleowed in  such
matters.

Records of county, municipal, or other local government agencies, designated by
the Archivist as of primarily historical interest, may be transferred to a
recognized depository agency selected by the Archivist, in order to relieve local
offices of the burden of housing them, to insure their preservation, and to make
them available for reference or study. (1973 Chapter 54, Section 5; 1971 First
Extraordinary Session Chapter 10, Section 1; 1957 Chapter 246, Section T)

40.14.080 CHAPTER NOT TO AFFECT OTHER LAWS

‘The provisions of this chapter shall not be construed as repealing or modifying
any other acts or parts of acts authorizing the destruction of public records
save for those specifically named in Section 9 of this act; nor shall this
chapter affect the provisions of RCW 40.0L.020 requiring the deposit of all state
publications in the State Library. (1957 Chapter 246, Section 8) '
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APPENDIX C

LEGAL STATUS OF MICROFILM

The United States Congress has provided for the acceptability of
microfilm copies of records as primary evidence in Federal Court-
proceedings. This was done in Section 1732 of Public Law 129,
82nd Congress. This provision has been accepted by the Legisla-
ture of the State of Washington and appears in the Revised Code
of Washington as quoted-below.’

UNIFORM PHOTOGRAPHIC COPIES OF BUSINESS AND PUBLIC RECORDS AS
EVIDENCE (RCW 5.46.010)

If any business, institution, member of a profession or calling

or any department of agency of government, in the regular course
of business or activity has kept or recorded any memorandum, writ-
ing, entry, print, representation or combination thereof, of any
act, transaction, occurance or event, and in the regular course

of business has caused any or all of the same to be recorded, cop-
ied or reproduced by any photographic, photostatic, microfilm,
microcard, miniature photograhic, or other process which accurately
reproduces or forms a durable medium for so reproducing the origi-
nal, the original may be destroyed in the regular course of busi-
ness unless the same.is an. asset,or is. representative of (the) .
title to an |asset held in |a custodial|or fiduciary capacity or
unless its preservationgis requimed by kawss Such reproduction,
when satisfactorily identified, is as admissible in/evidence as
the loriginal itself in any \judieial or sjadministrative proceeding
whether the original is in existence or not and an enlargement or
facsimile of such reproduction is likewise admissible in evidence
if the original reproduction is in existence and available for
inspection under the direction of court. The introduction of a
reproduced record, enlargement or facsimile, does not preclude the
admission of the original.
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